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PUBLIC HOUSING SPECIALISTISUPERVISQR SERIES

This series includes the supervision, or performance of work involved in: 1)
selecting and evaluating tenants for public housing projects; or 2) the direct control and
conduct of operations of a housing project or projects.

Positions in this series generally reflect the requirement for knowledge and abilities
in the various functions and processes which comprise public housing project operations:
financial management, maintenance engineering, general housekeeping and
administrative services; tenant and community relations; and rental and occupancy
activities. At the lower levels, however, work may be limited to a specific functional area,
thereby, decreasing the breadth of knowledge and abilities, and requisite experience
required. ‘

The class levels in this series are established with reference to various
combinations of the following factors:

1. Nature and Purpose of Work.
Nature of Supervision Received.
Nature of Available Guidelines for Performance of Work.

2
3
4, Originality Required.
5. Purpose and Nature of Person-to-Person Work'ReIaﬁonships.
6

Néture and Scope of Recommendations, Commitments and
Decisions.

7. SupeNisow Responsibilities.

Al of the factors are not discussed at each class level. The factors, when readily
apparent in the discussion, have been combined at some class levels to avoid repetition.

This is an amendment to the class specifications for the .classes PUBLIC
HOUSING SPECIALIST | (approved October 12, 1967), PUBLIC HOUSING SPECIALIST
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Il (approved January 7, 1977), Public Housing Manager Il (approved January 7, 1977),
Public Housing Manager IV (approved March 14, 1972), Public Housing Manager V & VI
(approved October 12, 1967) due to incorporation of managerial levels in EMCP in
accordance with Act 254, SLH 1980, and a change in title from Public Housing Manager
1, IV, V & VI to PUBLIC HOUSING SUPERVISOR Ili, IV, V & VI, respectively, effective
October 1, 1982.

DATE APPROVED: 9/20/82 /s/Clement l.. Kamalu
for DONALD BOTELHO
Director of Personnel Services

PUBLIC HOUSING SPECIAIST | - 3.706

Duties Summary:

Serving in a trainee capacity, receives training in the various functions and
processes which comprise Public housing operations; performs simple assignments in
one or more of the functional areas of housing management.

Distinguishing Characteristics:
1. Nature and Purpose of Work

This is the entry-level trainee class, designed to provide a career-oriented
introduction to the functions and processes of public. housing operations: financial
management, maintenance engineering, general housekeeping and administrative
services, tenant and community relations and rental and occupancy activities. Work
assignments are clear cut, routine and designed to provide concentrated experience and
training in one or more of the abovementioned functional areas.

2. Nature of Supetrvision Received

Close supervision is exercised over the work assigned. Specific and detailed
instructions as to the tasks to be performed and the procedures to be followed are
outlined at the time the assignment is made. However, as training nears completion,
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simple and moderately difficult assighments may be performed under general supervision,
allowing for some independence of action.

3. Guidelines Available

As a part of the overall training plan, employees in this class become familiar with
and utilize the following guides: Federal Public Housing Administration and Hawaii
Housing Authority laws, rules, regulations, policies and procedures; departmental and
HHA organizational manuals and directives; and specific instructions.

4. Nature and Scope of Recommendations, Commitments and Decisions

There is no responsibility for independent recommendations and decisions at this -
level. '

Examples of Duties:

Attends orientation and training sessions; learns the various functions and
processes which comprise public housing operations; accompanies higher level
specialists/supervisors on field trips as an observer; concurrently performs simple tasks in
one or more of the functional areas for the purpose of gaining knowledge and developing
skill in the application of work processes and techniques; and performs other duties as
assigned. ‘

Knowledge and Abilities Reguired:

Knowledge of: A general understanding of the fields of public administration, social
science and/or business administration.

Ability to: Learn federal and State public housing laws, rules, regulations, policies
and procedures; collect, evaluate and interpret facts; learn interviewing principles and
techniques; secure the confidence and cooperation of others; keep fiscal records and
prepare financial statements and reports; prepare and present oral and/or written reports.
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PUBLIC HOUSING SPECIALIST Il 3.708

Duties Summary:

Performs the full range of assignments in one or more functional areas of public
housing operations; may serve as a supervisory trainee. '

Distinguishing Characteristics:
1'. Nature and Purpose of Work

- This class is the independent worker level within one or more of the supportive

. functional areas of public housing operations; for example: tenant relations; interviewing
and evaluating applicants and tenants; or tenant relocation. Work assignments
encompass the full range of difficulty.

This class also encompasses a supervisory trainee. Work assignments involve
assisting housing project supervisors in the operations of a public housing area.
Assignments are designed to give a complete exposure to operational public housing
problems and operating practices. With the exception of the simpler tasks, assignments
are accompanied by detailed instructions.

2. Nature of Supervision Received

Supervision received at this level is normally of a general nature; thereby requiring
that assignments be performed independent of continued supervision. The approach to
and the handling of assignments are the responsibility of an incumbent. Unusual
problems are referred to a supervisor or other higher level personnel.

Positions involving work of a supervisory trainee are under general supervision
when assignments are of a simple to moderately complex nature. The more complex
assignments are accompanied by detailed instructions and are reviewed closely for
correctness of method and approach.

3. Guidelines Available
Same as |. However, at this level, the incumbent is expected to be thoroughly

familiar with those guidelines applicable to his functional assignment, thereby eliminating
the need for detailed instructions. .
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4. Nature and Scope of Recommendations, Commitments and Decisions

Recommendations and commitments, where delegated are limited tfo individual
assignments.

5. Personal Work Contacts

Personal contacts at this level are characterized by responsibility for maintaining
effective working relationships with prospective tenants, tenants, private home and
apartment owners, other community resources and members of the general public.
Contacts may be initiated to:

a. determine eligibility of applicants for public housing;

b. assist tenants with prob.lems associated with their adjustment to public housing
occupancy;

c. refer tenants for services;
d. re-evaluate tenant eligibility; and

e. relocate tenants due to the closing, or decrease in number of unlts of a housing
project.

Examples of Duties:

Coordinates a housing project's social and community activities and services;
evaluates the need for and level of activities and services provided by community
agencies and organizations; assists tenants in adjusting to living in a public housing
setting; refers tenants to community resources and provides interim and/or supportive
counseling; re-evaluates tenant families for continued eligibility; assists displaced tenants
and others in seeking suitable homes; acquainis new tenants with project rules and
regulations; receives and processes initial applications for tenancy in housing projects;
establishes eligibility for admission to housing projects; determines rentals to be charged
by referring to official rates; investigates tenant complaints; participates in on-the-job
training.
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Knowledge and Abilities Required:

Knowledge of: The principles, methods and techniques which apply to the
particular functional area of public housing operation; federal and State public housing
" laws, rules, regulations, policies and procedures; interviewing principles and techniques;
sources of information concerning the renting or purchasing of homes; socioeconomic
factors influencing human behavior; community resources and their utilization.

Ability to: Coilect, evaluate and interpret facts; secure the confidence and
cooperation of others; maintain accurate records; present oral and written reports.

PUBLIC HOUSING SUPERVISOR lli . _ 3.710

Duties Summary:

Assists in the control and conduct of the operation of public housing projects in a
designated area or district; and performs other duties as required.

Distinguishing Characteristics:
1. Nature and Purpose of Work:

This class involves responsibility for assisting the supervisor of a public housing
area or district by performing various functions on a regular basis and as a primary work
assighment. Assignments are designed to provide experience in conducting the day-to-
day activities in the various functional aspects of public housing supervision and/or to
relieve the supervisor of day-to-day tasks in one or more areas of public housing
operation.

2. Nature of Supervision Received

Supervision varies from close to general depending on the complexity of the
assignment and the incumbent's previous exposure to the type of situation involved. As
an incumbent gains experience in the various areas of work, supervision becomes more
general and review of decision is primarily to insure consistency with established policies
and precedents. '
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3. Guidelines Available
Federal Public Housing Administration laws, rules and regulations; departmental
and Hawaii Housing Authority rules, regulations, policies and procedures; collective

bargaining contracts; and specific instructions.

4. Nature and Scope of Recommendations, Commitments and Decisions

A position in this class conducts special studies and prepares reports and
recommendations in assigned areas of public housing operation. A position in this class
may be delegated responsibility to take final action in designated areas of public housing
operation and during the absence of the supervisor, may be delegated authority, within
established guidelines, to take action in other areas of public housing operation.

5. Sugi ervisory Responsibilities:

The class involves assisting the supervisor in the direction of area staff, including
but not limited to the clerical personnel and public housing specialists in the area or
district. Supervisory tasks at this level are generally limited to providing guidance in
specific cases, and making day-to-day assignments to the staff in response to immediate
needs.

6. Personal Work Contacts

Contacts with tenants, community groups and members of the general public are
generally for the purpose of developing and maintaining a clear understanding of public
housing goals and objectives and the role the project should play in the total pattern of
community organization. Contacts with the tenants are often for the purpose of insuring
adherence to rules and regulations; assisting them with their housing problems and
complaints, collecting rental fees, etc.

Examples of Duties:

Participates in on-the-job and other developmental activities; conducts special
studies, prepares reports and recommendations on assigned subjects; participates in
various operational activities including supervision of staff, investigating complaints and
recommending or implementing corrective action, authorizing tenant requests, granting
rental extensions and other. changes to rental agreements; conducts meetings with
employees on programs and activities and represents supervisor at tenant meetings.
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Knowledge and Abilities Required:

Knowledge of: Problems in housing low income families; the objectives and
purpose of low rent housing; principles and practices of real property management and
the management of rental properties; office practices and procedures.

Ability to: Plan and organize the work of others; learn and apply supervisory -
principles to the various functional areas of public housing operation.

PUBLIC HOUSING SUPERVISOR IV 3.712

Duties Summary:

Assists in planning, organizing, directing and coordinating the operations of public
housing projects; or serves as staff specialist in the development and evaluation of
programs and functions; and performs other duties as required.

Distinguishing Characteristics:
1. Nature and Purpose of Work -

This class involves responsibility for assisting a higher level Public Housing
Supervisor in all aspects of the operation of several public housing projects or rent
supplement and leased housing projects. Because of the scope and location of the
projects, operations are relatively complex, present a high incidence of social welfare and
related problems, and consequently require the assistance of a position in this class.
Delegated responsibilities include the supervision of subordinate public housing specialist
and clerical and building maintenance staffs; the rental of units to eligible applicants; the
development of tenant social and recreational groups and the collectlon and recording of
rental payments.

This class may reflect the work of a staff specialist concerned with the
development of programs, policies and procedures, the provision of technical guidance,
the evaluation and reporting of program activities, efc., in a broad area of public housing,
- on a statewide basis.
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2. Nature of Supervision Received

Work is performed under general supervision of the supervisor in charge of the
projects. Results are generally reviewed for compliance with administrative directives,
policy and procedural determinations. In most instances, the implementation of decisions
is not subject to prior review by higher level personnel. Recommendations for the
initiation of new programs, policies or procedures are subject to review for conformance
with overall goals and objectives of the organization.

3. Guidelines Available

Same as level lil.

4, Nature and Scope of Recommendation, Commitments and Decision

" This class reflects responsnbllity for developing recommendations on policy and
procedural revisions and for the solution of major tenant problems, changes in programs,
staff utilization, etc. Positions at this level also have delegated responsibility for final
decision concerning day-to-day operations of one or more public housing projects. During
the absence of the project supervisor, takes final action on all matters within the
framework of policies and procedures.

5. Personal Work Contacts

Contacts with tenants, community groups and members of the general public are
generally for the purpose of developing and maintaining a clear understanding of public
housing goals and objectives and the role the project should play in the total pattern of
community organization. Contacts with the tenants are often for the purpose of assisting
them with their housing problems and complaints, collecting rental fees, etc.

Examples of Duties:

Serves as deputy or relief supervisor of several large public housing projects. This
includes assisting in the planning, organizing and coordination of project operations,
investigating tenant complaints and difficulties; inspecting property to ascertain the need
for repairs; developing tenant recreation and social programs, and supervising others in
carrying out tenant relations, clerical and maintenance activities.

Serves as stalff specialist; conducts special stud ies;- develops new or improved
programs in a broad area of public housing operation; develops and recommends new
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policies and procedures; reviews program activities; provides technical guidance to staff
and tenant organizations; provides and/or coordinates informational and educational
activities; conducts social studies; and prepares reports, guidelines and correspondence.

Knowledge and Abilities Required:

In addition to the knowledge and abilities required at the Il level, must have
knowledge of the principles and practices of supervision and be able to plan, organize and
direct the work of others in carrying out tenant relations work; establish and maintain
effective working relationships with community leaders, the general public and public
housing tenants.

PUBLIC HOUSING SUPERVISOR V 3.714

Duties Summary:

Plans, organizes, directs and coordinates the operation of a public housing project
or projects.

Distinguishing Characteristics:
1. Nature and Purpose of Work

* This class involves responsibility for representing the Hawaii Housing Authority in
the operation of one or more housing projects. Housing operations are affected by a high
incidence of social problems; e.g., vandalism, delinquency among minor tenants,
instability of family life, efc.

Responsibilities include the direction of clerical and building maintenance activities
through two or more subordinate levels of supervisors; the rental of units to eligible
applicants; the development of tenant social and recreational programs and groups, and
the collecting and recording of rental payments.

2. Nature of Supervision Received

Same as level IV.
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3. Guidelines Available

Same as level lll.

4. Nature and Scope of Recommendations. Commitments and Decisions

Same as level V.
5. Personal Work Contacts

Same as level |V, except that they are more intense due to the size and character
of the population of the community in which the project is located, and the relatively large
number of rental units.

Examples of Duties:

Serves as the supervisor of the operation of a public housing project or projects.
This includes the planning, organizing and coordination of project operations; investigating
tenant complaints and difficulties; inspecting property to ascertain the need for repairs;
and developing tenant recreation and social activities.

Knowledge and Abilities Reqguired:

In addition to the knowledge and abilities required at the Il level, must have
knowledge of the principles and practices of supervision and be able to plan, organize and
direct the work of others in carrying out tenant relations work; establish and maintain
‘effective working relationships with community leaders, the general public and public
housing tenants.

PUBLIC HOUSING SUPERVISOR Vi 3.716 .

Duties Summary:

Directs and coordinates the operatnon of all public housing pro;ects located in the
principal public housing district.
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Distinguishing Characteristics:
1. Nature and Purpose of Work

This class involves responsibility for the operation of the segment of the public
housing program covering four or more project groupings in the Oahu District. Assisted
by subordinate project managers and central maintenance and tenant selection staffs, the
position in this class is responsible for tenant relations, housing facilities maintenance, and
the development and execution of an operating budget.

2. Nature of Sugervision Received

Work is performed under general administrative supervision. Prior approval of
decisions affecting the overall operation and routine maintenance services of the project
areas is not required. Programs are reviewed for conformance with general administrative
policies, procedures, goals and objectives.

3. Guidelines Available

The guides and precedents available at the lower levels are limited in their
usefulness. They provide a broad framework for operating decisions; but, in many
instances, they are only partially related to the problem. The incumbent of the position in
this class is, therefore, expected to exercise judgment in arriving at decisions which are
compatible with efficient public housing operation.

4. Nature and. Scope of Recommendations, Commitments and Decisions

Within broad program goals and objectives, the position in this class is responsible
for establishing, revising and implementing policies and procedures relating to the
operation of the public housing projects. This class also includes responsibility for
recommending an operating budget, and also the review and recommendation of
expenditure of funds.

5. Personal Work Contacts
At this level, contacts outside the supervisory chain-of command are limited to

representatives of federal and State agencies and community organizations. Contacts
with individual tenants are on an exception basis.
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Examples of Duties:

Serves as the general supervisor of all public housing projects within a major
metropolitan area. This includes developing and implementing operating policies and
procedures; the preparation and justification of an operating budget; and the supervision
of central maintenance, tenant selection and tenant community relations activities.

Knowledge and Abilities Required:

In addition to the knowledge and abilities required at the V level, incumbents of
positions at this level must have a knowledge of the operational structure of the Hawaii
Housing Authority and its relationship to the federal government and the community, the
ability to develop and implement operational policies and procedures and the ability to
apply sound operational principles and techniques.
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PUBLIC HOUSING SPECIALIST | & I
PUBLIC HOUSING SUPERVISOR Hil.{V. V & VI

Basic Education/Experience Requirements

Graduation from an accredited four (4) year college or university with a
bachelor's degree.

Excess work experience as described under the Specialized Experience, below,
or any other responsible administrative, professional or analytical work experience that
provided knowledge, skills and abilities comparable to those acquired in:four (4) years
of successful study while completing a college or university curriculum leading to a
. baccalaureate degree may be substituted on a yeai-for-year basis. To be acceptable,
the experience must have been of such scope, level and quality as to assure the
possession of comparable knowledge, skills and abilities.

" The education or experience background must also demonstrate the ability to
write clear and comprehensive reports and other documents; read and interpret
complex written material; and solve complex problems logically and systematically.

Experience Requirements

Abplica'nts must have had.the expeiience of the kind and quality described-in the
statements below, and in the amounts shown in the table below, or any equivalent
combination of training and experience:

Specialized Supervisory/ Total
. Experience | Staff Specialist | Experience
Class Tite (Years) Expel:ience ' (g(ears)
(Years)

Public Housing Specialist | . 0 0 0
Public Housing Specialist Il 1/2 0 112
Public Housing Supervisor HI 1-1/2 * 1-1/2
Public Housing Supervisor [V 2-1/2 * 2112
Public Housing Supervisor V 2-1/2 1 312
Public Housing Supervisor VI 2-112 2 4-1/2
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Specialized Exp_enence Applicants must possess experience |n cheora
combination of the following types of work:

1. Progressively responsible work which required participation in, or the conduct
of, most of the operational activities normally associated with housung
projects, including such activities as:

Development and implementation of local policies, procedures and work
plans;

SupeNision and training of subordinate personnel;

Budgetary mnthl and fiscal management of funds and expenditures
related to project operations, maintenance and repair of project facilities,
efc.; .

Evaluation of operating and maintenance costs and practices to obtain
maximum efficiency and economy;,

Rental and occupancy activities involving tenant selection, dwelling unit
assignment, surveys of local rent and utility rates, setting and/or collecting
rents and charges; and

Community and tenant relations including development of cooperative
dealings and harmonious relationships, adjustment of complaints,-
assistance on problems of health, safety, recreation and social welfare
needs of tenants.

2. Progressively responsible work in real property management as an employee
or agent of a real estate firm, bank, insurance company, etc., engaged in the
control and conduct of multiple unit residential housing operations, private
housing developments, shopping centers, etc.

Such work must have demonstrated knowledge of, and experience in most of
the following activities:

Establishment of rent schedules;

Property rental, lease negotiation and preparation;
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- Property maintenance and repair which included responsibility for the
efficient and economical maintenance of the property and the protection
of the owner’s investment through property inspections and effecting
needed repairs and alterations; and '

- Fund management; i.e., the installation and maintenance of fiscal
accountability control procedures and records to reflect income and
expenses,

For level lIl, applicants must have had at least one year of Specialized Experience -
comparable to the Public Housing Specialist Il level in the State service.

"For level IV, applicants must have had at least one year of Specialized
Experience comparable to the Public Housing Supervisor |ll level, or two years of
Specialized Experience comparable to the Public Housing Specialist 1l in the State
service.

For Level V, applicants must have had at least one year of Specialized
Experience comparable to the Public Housing Supervisor IV level, or two years of
Specialized Experience comparable to the Public Housing Supervisor lil level, in the
State service.

For Level VI, applicants must have had at least one year of Specialized
Experience comparable to the Public Housing Supervisor V level, or two years of
~ Specialized Experience comparable to the Public Housing Supervisor IV level, in the
State service.

Supervisory or Staff Specialist Experience: Applicants must meet one ora
combination of the following:

A. Supervisory Experience: Supervisory work experience which included:
1) planning, organizing, scheduling, and directing the work of others;
2) assigning and reviewing their work; 3) advising them on difficuit work
problems; 4) training and developing subordinates; and 5) evaluating their
work performance.

*For the Public Housing Supervisor Il and 1V levels, supervisory aptitude
rather than actual supervisory experience may be accepted. Supervisory
aptitude is the demonstration of aptitude or potential for the performance of
supervisory duties through successful completion of regular or special
assignments which involve some supervisory responsibilities or aspects of
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supervision, e.g., by serving as a group or team leader; or in similar work in
which opportunities for demonstrating supervisory capabilities exist, or by
the completion of training courses in supervision accompanied by
application of supervisory skills in work assignments; and/or by favorable
appraisals by a supervisor indicating the possession of supervisory
potential. '

. B. Staff Specialist Experience: Experience in the field of public housing, real
property management, or related fields as a staff specialist which involved
work such as conducting studies and making recommendations for the
development or revision of standards, policies, procedures and techniques
pertaining to program or activity; giving technical advice and direction;
gathering data to determine conformance with standards and requirements;
conducting special studies; recommending staff improvements and '
developing training materials. Also, work experience which invoived securing
the cooperation and support of private and public agencies and community
organizations to promote, develop and maintain an understanding of public
housing goals and objectives and the role public housing projects play in the
total pattern of community organization; collecting and analyzing data on
present and projected staffing needs and on employee training programs to
meet workforce needs; and evaluating standards, policies, procedures and
techniques pertaining to public housing activities.

Substitutions Allowed

A master's degree from an accredited college or university with a major in
business or public administration may be substituted for one year of Specialized
Experience.

Quality of Experience

Possession of the required number of years of experience will not in itself be
accepted as proof of qualification for a position. The applicant's overall experience
must have been of such scope and level of responsibility as to conclusively
demonstrate that he/she has the ability to perform the duties of the position for which
he/she is being considered.

Selective Certification

Speciaiized knowledge, skills and abilities may be required to perform the duties
of some positions. For such positions, Selective Certification Requirements may be
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established and certification may be restricted to eligibles who possess the pertinent
experience and/or training required to perform the duties of the position,

: Agencies requesting selective certification must show the connection between
the kind of training and/or experience on which they wish to base selective certification
and the duties of the position to be filled. '

Tests

Applicants may be required to qualify on an appropriate examination.

Physical and Medical Requirements

Applicants must be able to perform the essential functions of the position
effectively and safely, with or without reasonable accommodation.

C R R I R R LI I R I e I B T R R N I N A L L L L

This is an amendment to the minimum qualification specifications for the classes
PUBLIC HOUSING SPECIALIST | and II; and PUBLIC HOUSING SUPERVISOR li, IV,
V and Vi, which were approved on March 20, 1984.

DATE APPROVED: _ 4/18/2012 A ivim TP
BARBARA A. YRIEG,(Jnterim Director
Department of Human Resources Development
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PART I DEPARTMENT OF PERSONNEL SERVICES 1.336

STATE OF HAWAII 1.337

e e e e e e e e e e e e e e e e e e e e e e 1.338
1.339

Class Specification , 1.341

for the Class:

ACCOUNT CLERK SERIES

Series Definition:

This series includes all classes of positions which involve
the performance as well as the supervision of, but not as a ‘
major portion of the working time, clerical work involving as a
primary assignment the systematizing of information about
transactions and activities into accounts and quantitative
records. Systematization includes computing, classifying and
recording numerical data to keep sets of financial accounting
records complete and to derive reports therefrom.

The State's general accounting system is designed to provide
reliable, meaningful data on financial transactions, and records
which are incorporated in that system are used to evidence the
proper discharge of legal accountability for funds and other
resources made available to State departments and agencies. It
is on a mixed cash and accrual basis. While income is generally
not recorded until it is collected, expenditures are in effect
recorded on an accrual basis since vouchered claims for a fiscal
year are paid and recorded as expenditures for that year. This
system is also characterized by its use of separate funds, each
of which is a complete balancing group of accounts, and
budgetary accounts unique to governmental accounting. The use
of separate funds provides controls relating to statutory
restrictions and to other regulations and limitations. The
funds include:

1. General Fund. Used to account for all revenues, and
the activities financed by them, which are not
accounted for in another fund. Appropriated receipts,
earmarked receipts dedicated by federal or state law
for a specific purpose, are sometimes deposited and
expended through the general fund if not required to
be accounted for in Special Funds.
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2. Special Funds. Used to account for revenues, e.qg.,
liquid fuel tax collections, designated by law for
particular purposes.

3. Bond Funds. Used to account for the proceeds of bond
issues which are expended primarily for meeting the
costs incurred for public improvement projects
authorized by the legislature.

4. Trust and Agency Funds. Used to account for cash and
other assets held on the basis of serving as a trustee
or an agent.

5. General Fixed Assets. Used to record fixed assets
purchased or constructed, regardless of the fund
through which such assets are acquired.

6. GeneralABonded Debt and Interest. Used to record the
liability for future payments of bond principal and
interest.

The accounts of each of the above funds are contalned in
separate general ledgers in the central accounting agency into
which accounting entries are recorded from a variety of sources.
These general ledgers provide essential controls for all other
accounting data, and they are therefore of great importance to
the accounting system. Also of importance is the manual
documenting the accounting system containing the chart of
general ledger accounts, explanations of the accounts, and
typical transactions recorded in the accounts. A uniform
accounting code is used to record expenditures and receipts in
control accounts, which may conform to appropriations made by
the legislature or be divided into several control accounts. To
conform to the manner in which appropriations are allotted,
expenditures for governmental costs within each control account
are recorded by character: Personal services, other current
expenses, and capital outlays.

Control accounts contain summary postings transferred from
books of original entry (i.e., journals or machine registers),
including various special journals for recurring types of
transactions (e.g., cash receipts journal). The control
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accounts are supported by subsidiary ledgers which reflect and
summarize transactions affecting a group of related accounts. A
subsidiary ledger may contain all accounts for a particular
program, with detail accounts for the different transactions
affecting that program; or may contain certain types of
transactions (e.g., an accounts receivable ledger) with detail
accounts by customer or concessionaire; or may contain other
groupings. As required by the number and variety of detail
accounts, the subsidiary ledger may be further subdivided into
intermediate ledgers which summarize certain categories of
detail accounts.

Other accounting systems exist within State departments and
agencies which are unique to particular programs and operations.
Moreover, variations exist between and within departments on the
basis of the extent to which controls are centralized or
decentralized. However, in every system the maintenance of
accounting records involves common clerical functions; i.e.,
documents must be examined, validated and coded; accounts must
be posted, balanced and verified; errors, discrepancies and
omissions must be corrected; accounts must be reconciled; and
statements and reports must be prepared.

Automation of accounts clerical work processes is
increasing. However, the basic knowledge and responsibilities
in working within either an automated or a manual accounting
system are comparable, and can be evaluated by the same
criteria. The nature of the decisions and the extent of the
knowledge of accounting transactions required are the primary
considerations. The specific form of the documents and the
processing procedures used have little effect.

Levels in this series are distinguished primarily on the
basis of the character, scope and complexity of duties in
relation to the system of accounting. Other relevant factors
include the nature of supervision exercised over the work,
nature of available guidelines for performance of work, purpose
and nature of person-to-person work contacts, nature and extent
of supervisory control exercised over the work of other
employees, effect and consequence of recommendations and
decisions affecting work operations and methods, judgment and
resourcefulness, pressure of work, knowledge and abilities
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required, and such other responsibilities as the responsibility
for the custody of usually modest sums of money or to initiate
or approve its release or expenditure.

This series replaces the following classes approved on
December 6, 1956:

1.335 Account Clerk I
1.340 Account Clerk II
1.345 Account Clerk III

DATE APPROVED: 2/28/75 Wayne Yamasaki
for DONALD BOTELHO
Director of Personnel Services

ACCOUNT CLERK I . 1.336

Duties Summary:

Performs a variety of calculating, posting and other
moderately complex clerical work in the maintenance of accounts
and quantitative records; may supervise and participate in
performing simple and repetitive clerical work; and performs
other duties as required.

Distinguishing Characteristics:

This class is distinguished on the basis of the performance
of various clerical duties in carrying out on a regular or
possibly rotational basis standard accounts clerical routines
characterized by some degree of variableness and possible
regular and recurring contact with persons outside of the
immediate office. Clerical routines include the checking and
verifying of accounting and other documents; the coding of
accounting forms, documents and transactions; the preparation of
various simple reports; the maintenance of assigned records,
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files and work areas, and the conduct of physical inventory for
various offices or operations annually or more often.

A position in this class typically performs a number of
duties with attendant responsibility for completion or
maintenance of the work activity. . Work proceeds routinely on
tasks following standard practice and instructions, but
questionable matters are referred to the supervisor or other
higher-level employee. While a position in this class typically
is supervised by a higher-level accounts clerical position,
supervision by a non-clerical position may also occur.

Examples of Duties:

Assembles various forms, or records such as purchase orders
or invoices, or other items into specific groups or sequences;
makes count of various items and completes totals and other
summaries; prepares simple reports on amounts expended or due,
types of expenditures, etc., in standard format; posts data from
one form into the proper place on another form or record;
transmits remittances with bills or other documents; makes
routine entries in record books or on special or standard forms
by longhand; prepares routine lists of specific items, numerical
and verbal, according to designated system by longhand; places
various forms, records, correspondence or other material in
proper positions in systematic file; records on special forms or
records all items of particular type(s) or classification(s) by
longhand; codes various data for key punching; makes phone calls
to obtain specific data; may sort punched cards into
predetermined groups using a sorting stylus; makes simple
calculations such as addition or subtraction with or without
using a machine; receives merchandise, materials, forms, mail or
other items which are being delivered or returned for
replacement or other purpose; counts cash receipts and compares
with sales slips, and reports discrepancies; makes out various
routine forms such as checks, receipts, form letter addresses,
or other items, according to standard operating procedures by
machine or longhand; gives out various materials, forms or other
items upon request of clients or other individuals according to
standard instructions; issues special forms or specific items
upon request, or upon presentation of receipt, money, proper
forms, or identification, by hand or using a ticket-dispensing
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or similar machine; may make duplicate copies of punched
tabulating cards, using a keypunch duplicating machine; may sort
punched cards into predetermined groups using a sorting machine,
following a prescribed procedure; makes routine entries in
record books or on special or standard forms using a typewriter
or other type of office machine; compiles lists of numerical,
verbal or other descriptive data; transfers or otherwise
disposes of old or outdated material contained in files; may
supervise clerical subordinates and others and participate in
the performance of simple and repetitive clerical work on a
regular and continuing basis.

Knowledge and Abilities Required:

Knowledge of: Arithmetic; spelling; filing and other
general office work.

Ability to: Read and understand detailed but uninvolved
instructions and other similar materials; carry out procedures
in established clerical work systems; convey routine information
orally and in writing; operate various common office appliances
and learn to operate other equipment such as adding machines and
calculators; observe differences in copy and proofread words and
numbers quickly and accurately; deal with others in a tactful
and polite manner; for some positions, supervise others in the
performance of simple and repetitive clerical work.

ACCOUNT CLERK TII 1.337

Duties Summary:

Performs the maintenance of subsidiary ledgers and other
complex clerical work in the maintenance of accounts and
quantitative records, with or without the use of accounting
machines; may supervise and participate in performing moderately
complex clerical work; and performs other duties as required.
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Distinguishing Characteristics:

This class is distinguished on the basis of responsibility
for performing standardized accounting tasks which pertain to a
portion of an accounting operation invelving the maintenance of
one or more journals or subsidiary ledgers consistent with
appropriate control accounts. A position in this class may also
maintain an imprest fund for usually modest expenditures.
Assigned work is performed independently, and an employee
typically. plans and arranges his or her own work schedule but
carries out the work in accordance with established procedures
and standard practices. . Referral is made to the supervisor only
when there is serious doubt as to procedures in unusual
situations.

A position in this class may work regularly with information
which is of a restricted nature such as client or trust
accounts, and delinquent accounts. There is regular contact
with other programs in a department, the general public, and
others in obtaining or furnishing information or reports, which
require tact to avoid misunderstanding in contacts where
improper handling could affect results; however, primary
responsibility for harmonious relationships is normally assumed
by the immediate supervisor. While a position in this class
typically is supervised by a higher-level accounts clerical
position, supervision by a non-clerical position may also occur.

Examples of Duties:

Determines need for and/or makes routine orders for
necessary supplies, materials, or other items; checks numerical
or verbal data on forms or records such as purchase orders or
invoices, or other items against a master form, or other
standard, for inconsistencies, errors, or omissions; sets-up
files and/or codes, indexes, tabs or otherwise prepares
classified material for filing or identification using standard
‘'or accepted systems; makes out various routine forms such as
checks, receipts, invoices, or other items, according to
standard operating procedures using some type of office machine;
may punch and record desired numerical and/or verbal data on
proper forms or cards, using an alpha-numeric type keypunch
machine or an alphabetical printing-punch machine; prepares
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consolidated worksheets and summary totals; prepares routine,
numerical data reports based on information at hand following
standard operating procedures; makes arrangements for eguipment
maintenance, telephone service, or other similar matters;
performs ordinary calculations requiring more than one step,
such as multiplication or division, without using a machine or
requiring the use of more than one set or group of keys on a
calculating machine; receives and/or pays out cash, making
proper change if necessary with or without using machine such as
a cash register; tabulates cash received and makes deposit
slips; receives orders, requests, instructions or information,
personally or by telephone, and makes follow-up with other
government or private agencies on requests for information,
etc.; may check and verify the accuracy of data punched on
tabulating cards using a checking machine or a keyboard-type
verifying machine; keeps a running balance of specific items,
entries or amounts, with or without using a machine; checks
actual quantity, quality, condition, value, or type of items
against a master form or standard, verifying the accuracy of the
forms and/or correctness of the item; balances specific items,
entries, or amounts periodically in accordance with established
groupings and categories, with or without using a machine;
searches indexes, manuals, files, records or other sources for
desired or missing information on specific subjects; checks or
verifies numerical data by recomputing original calculations,
with or without using a calculator; classifies special forms,
records, orders, merchandise, or other items, following standard
or accepted methods of systematized arrangement; corrects or
marks errors found in figures, calculations, or record book
data, by hand or using some type of office machine; anticipates
needs of supervisor or others serviced and gathers records,
letters or other specific items of information that might be
wanted; selects and/or gathers specific data, information, or
desired items, according to standard operating procedures, or
upon request; answers questions and gives requested direction or
other standard information directly or by telephone; composes
routine, non-technical correspondence or memoranda, following
standard operating procedures; makes up tables, graphs, charts
or diagrams, based on data and format supplied by others using
drawing, lettering or other instruments; compiles numerical or
statistical data for tables, charts, rate schedules, or other
uses with or without using a machine; points out or calls
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attention of proper individuals to specific entries, items or
occurrences; traces or follows-up on various forms, records,
orders, materials or other items; obtains necessary or desired
information, authorizations, approvals, signatures or other data
from superiors or other individuals; makes routine entries to
records and standard forms using a typewriter, and may perform
other simple typing; checks items to make certain that correct
procedures are followed; may supervise clerical subordinates and
others in the performance of moderately complex clerical work on
a regular and continuing basis. '

Knowledge and Abilities Required:

Knowledge of: Arithmetic; spelling; the operation and
operational maintenance of common office appliances and
equipment including adding machines and calculators; office
practices and procedures relating to the processing and
recording of transactions and accounting information.

Bbility to: Carry out a variety of standard accounts
clerical routines; perform clerical assignments requiring
uniform mental attention; learn and apply pertinent statutory
provisions; rules, regulations, policies and procedures; learn
and apply a variety of instructions furnished in written, oral,
diagrammatic or schedule form; operate and maintain various
common office appliances which may include a posting or
accounting machine and simple electronic data processing
equipment; prepare simple narrative and numerical reports;
perform arithmetic operations quickly and accurately; speak and
write simply and directly, and deal tactfully with others; for
some positions supervise others in the performance of moderately
complex clerical work.

ACCOUNT CLERK III 1.338

Duties Summary:

Maintains control accounts for appropriated and/or non-
appropriated funds involving a relatively limited number of
accounts and range of kinds of disbursements; may maintain one
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or more major accounting groupings for a major department; may
supervise and participate in the maintenance of subsidiary
ledgers; and performs other duties as required. '

Distinguishing Characteristics:

This class is distinguished on the basis of responsibility
for the maintenance of control accounts for funds and other
assets at a program or departmental level characterized by a
relatively limited number of accounts and range of kinds of
disbursements. At a program level, work relative to
disbursements may be subject to strong departmental controls.
At a departmental level, the number of accounts and range of
kinds of disbursements are limited due to the small size of the
department. A position in this class may also be responsible
for a major portion of the accounting system or systems of a
major department.

A position at the program level typically includes
purchasing and related clerical work, such as physical inventory
and inventory recordkeeping. This class may include a position
which supervises and participates in the maintenance of
subsidiary ledgers at the departmental level invcoclving large
scale accounts recordkeeping activities.

The flow of work and character of duties normally involve
uniform attention and there are periodic and sometimes frequent
deadlines. There is regular contact with others within and
outside the department in which tact is required, and the
employee assumes responsibility for harmonious relationships. A
position in this class may supervise an accounts clerical
subordinate and possibly other assistants performing various
simple tasks and standard routines.

Examples of Duties:

Verifies and enters details of costs, charges or other
similar bookkeeping items to correct accounts or
classifications; receives, receipts and deposits cash
collections of various kind, and maintains appropriate records;
consults or studies specific books, manuals, catalogs, or other
sources in order to obtain desired information; performs



PART I Page 11
ACCOUNT CLERK SERIES
1.336, 1.337, 1.338, 1.339, & 1.341

numerous types of computations such as discount, interest, ratio
and percentage; determines rates, costs, amounts or cther
specifications for various types of items, selecting and using
tables or classification data; explains details of services,
methods or policies; prepares requisitions or purchase orders,
and may place orders for supplies, materials, equipment or
contract services; processes invoices and may prepare vouchers
for approval to authorize disbursement; may maintain inventory
control records; reviews the accounts clerical work of others,
calling attention to use of incorrect procedures or methods and
to incorrect entries or results; composes correspondence
requiring specific knowledge of methods, procedures, policies or
other information; determines the general ‘ledger accounts,
journals and subsidiary accounts affected and the debit and/or
credit entries to be made; summarizes transactions having a like
effect and preparing control sheets or other posting documents
reflecting the debit and/or credit entries to be made; totals
entries at specified intervals and takes a trial balance of
debits and credits; determines corrective entries required to
bring accounts into balance; closes and reconciles accounts; may
supervise one or more lower-level account clerk or other
subordinates.

Knowledge and Abilities Required:

Knowledge of: Arithmetic; Business English; spelling; the
operation and maintenance of common office appliances and
equipment including adding machines and calculators; standard
accounting codes, classifications and terminology pertinent to
accounts maintenance operations; office practices and procedures
generally and as they relate to the processing and recording of
transactions and accounting information.

Ability to: Plan and carry out various accounts clerical
functions; maintain an effective work pace under periodic
deadlines; read and understand manuals and detailed books of
instructions; write routine business letters, summaries and
reports using prescribed format; deal tactfully with others;
operate and maintain various common office appliances and
equipment which may include bookkeeping and simple electronic
data processing equipment; for some positions, assign, direct
and review the work of others.
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ACCOUNT CLERK IV 1.339

Duties Summary:

Maintains control accounts for appropriated and non-
appropriated funds involving a relatively extensive number of
accounts and range of kinds of disbursements; may maintain
program control accounts characterized by unusual accounting
features; and performs other duties as required.

Distinguishing Characteristics:

"This class is distinguished on the basis of responsibility
for the maintenance of control accounts for funds and other
assets at a program or departmental level characterized by a
relatively extensive number of accounts and range of kinds of
disbursements. At a program level, control accounts are
characterized by unusual accounting features due to such factors
as sources of funds, self-supporting operations, heavy cash flow
and/or capital improvements contract and other disbursements.

At a departmental level, the number of accounts and range of
kinds of disbursements are typical of a moderate sized
department.

A position in this class may include purchasing and related
clerical work, such as physical inventory and inventory
recordkeeping.

The work of this class frequently requires completion of a
large volume of work within a limited period of time. A
position in this class may supervise one or more subordinates
performing a variety of complex accounts clerical duties, and
may have the assistance of other temporary, part-time,
intermittent help as well. There is regular contact with others
within and outside the department in which tact is required and
the employee assumes responsibility for harmonious
relationships. On occasion, the employee may represent the
program in interprogram or interagency meetings relative to
accounting functions.
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Examples of Duties:

Determines necessary entries to reflect information not yet
recorded; closes and reconciles accounts; summarizes accounts
and transfers balances to other accounts such as permanent
asset, liability and capital accounts; segregates and groups
accounts as they will appear on the balance sheet, or other
required statements; receives, receipts and deposits cash
collections of various kind and maintains or supervises the
maintenance of appropriate records; abstracts data reflecting
financial conditions and cooperating results and presents the
data in the form of prescribed statements and reports; may
prepare a variety of reports and schedules reflecting more
detailed information in specified account areas; prepares
summaries of activities, reports, or other data; assigns work to
others as required, and oversees work accomplishment; determines
various expenditures, purchases or other specific sources of
action, basing decisions on rules of action, established policy,
or executive request; makes estimates of operational procedures,
needs or reqguirements, such as operating budgets, materials or
space needed, or numbers of items for clerical and
administrative operations; prepares purchase orders, and orders
supplies, materials, equipment, or contract services; processes
invoices and prepares vouchers for approval to authorize
disbursement; drafts operational guides, forms and other
materials requiring specific knowledge of methods, procedures,
policies or other information; may maintain inventory control
records; may supervise one or more account clerical and other
subordinates.

Knowledge and Abilities Required:

Knowledge of: Arithmetic; Business English; spelling; the
operation and operational maintenance of common office
appliances and equipment including adding machines and
calculators; standard accounting codes, classifications and
terminology pertinent to accounts maintenance operations;
general and specialized office practices and procedures; for
some positions, principles and practices of double-entry
bookkeeping.




PART I Page 14
ACCOUNT CLERK SERIES : :
1.336, 1.337, 1.338, 1.339, & 1.341

Ability to: Plan and carry out the typical range of
accounts clerical functions including various complex
assignments; maintain an effective work organization and pace
under frequent deadlines; read and understand manuals and other
detailed books of instructions; write business letters,
.summaries and reports requiring some judgment as to appropriate
format and conforming to all rules of grammar and style; speak
simply and directly to individuals and groups, and deal
tactfully with others; operate and maintain various common
office appliances and equipment which may include bookkeeping
and simple electronic data processing equipment; for some
positions, supervise and direct the work of others.

ACCOUNT CLERK V 1.341

Duties Summary:

Maintains departmental control accounts for appropriated and
non-appropriated funds characterized by unusual accounting
features; may supervise and participate in the maintenance of
program control accounts characterized by unusual accounting
features; and performs other duties as required.

Distinguishing Characteristics:

This class is distinguished on the basis of the
responsibility for the maintenance of control accounts for funds
and other assets at a program or departmental level
characterized by unusual accounting features due to such factors
as sources of funds, self-supporting operations, heavy cash flow
and/or capital improvements contract and other disbursements.

At a program level, a position in this class supervises and
participates in the maintenance of accounts records.

The work of this class frequently requires completion of
complex processes and a large volume of work within a limited
period of time because of frequent unforeseeable reguirements
and deadlines, and a position in this class typically supervises
two or more subordinates performing a variety of highly complex
accounts clerical duties. Other temporary, part-time or
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intermittent help may be involved as well. There is regular
contact with others within and outside the department in which
tact is required and the employee assumes responsibility for
harmonious relationships. Frequently, the employee will
represent the program in interprogram or interagency meetings
relative to accounting functions. :

Examples of Duties:

Assigns the classifying of accounting transactions;
supervises and performs the review of posting documents,
totaling of entries, and other functions in the maintenance of
accounts; supervises the comparing of account balances,
determining corrective actions and other functions in
reconciling accounts; receives, receipts and deposits cash
collections of various kinds, and maintains or supervises the
maintenance of appropriate records; clases accounts and prepares
balance sheets and financial statements; conducts research into
current accounts, previous reports, source document, etc., to
develop specified but readily available information from current
account balances; develops comparative data, ratios, etc., to
reflect relationships between specified accounts, different time
periods, costs of different operations, or other specified
information; identifies significant changes in account balances
and reviews transactions to identify the actions which caused
the changes; conducts accounts examinations including preparing
worksheets or reports reflecting the examination made,
discrepancies noted, and the corrective entries required to
adjust accounts; prepares summaries of activities, reports, or
other data; makes estimates of operating procedures, needs or
requirements, such as operating budgets, materials or space
needed, or numbers of items for clerical and administrative
operations; may supervise purchase order functions and the
processing of invoices including the preparation of vouchers for
approval to authorize disbursements; drafts operational guides,
forms and other materials requiring specific knowledge of
methods, procedures, policies or other information; may
supervise and participate in the maintenance of inventory and
inventory control records; may supervise one or more account
clerical and other subordinates.
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Knowledge and Abilities Required:

Knowledge of: Arithmetic; Business English; spelling; the
operation and operational maintenance of common office
appliances and equipment including adding machines and
calculators; accounting codes, classifications and terminology
pertinent to the work; general and specialized office practices
and procedures; for some positions, principles and practices of
double-entry bookkeeping; for some positions, principles and
practices of supervision.

Ability to: Plan, organize, direct and carry out all
accounts clerical functions including the most complex
assignments; maintain an effective work organization and pace
under frequent deadlines; read and understand manuals and other
detailed books of instructions; write business letters,
summaries and reports requiring judgment as to appropriate
format and conforming to all rules of grammar and style; speak
to individuals and groups, and deal tactfully with others;
operate and maintain various common office appliances and
equipment including bookkeeping equipment and may include simple
electronic data processing equipment; for some positions,
supervise and direct the work of others.
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‘Minimum Qualification Specnﬁcations 1.341 SR15

for the Classes:

ACCOUNT CLERK I, I Il IV& V

Experience Requirements

Applicants must have had work experience of the kind and quality described
below and in the amounts shown in the followmg table, or any equivalent combination of
training and experience:

Class Title General . Specialized Total
Experience Experience (years)
Account Clerk | 12 0 1/2
Account Clerk Il : 12 1 1-1/2
Account Clerk Ill 12 2* 2-1/2
Account Clerk |V 1/2 3* 3172
Account Clerk V 1/2 4* 4-1/2

~ General Experience: Work experience which demonstrated knowledge of
arithmetic and spelling, and ability to follow oral and written directions, write simply and
directly, and observe differences in words and numbers quickly and accurately.

Specialized Experience: Work involved in posting to accounting records and
other systematizing of fiscal information,; i.e., computing, classifying and recording
numerical data to keep sets of financial accounting records complete and to derive
reports there from. Such experience must have demonstrated knowledge of standard
accounting classification and terminology pertinent to accounts maintenance operations,
and office practices and procedures relating to the processing and recording of
transactions and accounting information. For levels IlI, IV and V, this work must have
involved reconciling accounts (i.e., checking for errors, balancing, and going back to
original source document for verification); and the preparation of balance sheets and
income statements or financial and/or accounting reports.

Non-Qualifying Experience

Experience as an inventory clerk, stock clerk, supply clerk, or other related work
which is primarily concerned with posting non-fiscal data or checking accuracy of
computations, and which does not involve or require any fiscal record keeping
knowledge, is not considered qualifying Specialized Experience.
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*Some Account Clerk Ill, IV and V positions require that applicants possess
supervisory aptitude. Supervisory aptitude is the demonstration of aptitude or potential
for the performance of supervisory duties through successful completion of regular or
special assignments which involve some supervisory responsibilities or aspects; by
serving as a group or team leader, or in similar work in which opportunities for
demonstrating supervisory capabilities exist; by completion of training courses in
supervision accompanied by application of supervisory skills in work assignments or by
favorable appraisals by a supervisor indicating the possession of supervisory potential.

Substitutions Allowed

1. Graduation from high school, or equivalent, with courses in basic English and
arithmetic may be substituted for six (6) months of General Experience.

2. Successful completion of a substantially full-time equivalent accounting
curriculum leading to a degree or diploma at an accredited community college,
business or technical school, which included accounting courses in double-entry
procedures in analyzing, recording and summarizing transactions; and the
preparation and interpretation of financial statements, may be substituted for
Specialized Experience on the basis of one (1) school year for one (1) year of
Specialized Experience, up to a maximum of two (2) years of Specialized
Experience.

3. A bachelor's degree in accounting from an accredited four (4) year college or
university will be deemed to have met the experience requirements for the
Account Clerk V level.

4, Successful completion of coursework in a baccalaureate program atan
accredited four (4) year college or university may be substituted on the basis of
fiteen (15) semester credit hours for six (6) months of Specialized Experience,
up to a maximum of three and one-half (3-1/2) years, provided the coursework
included at least three (3) credits per semester of accounting courses.

Selective Cgrtification

Specialized knowledge, skills and abilities may be required to perform the duties
of some positions. For such positions, Selective Certification Requirements may be
established and certification may be restricted to eligibles who possess the pertinent
experience and/or training required to perform the duties of the position.



ACCOUNT CLERK L I NIL IV&V Page 3
1.336, 1.337, 1.338, 1.339, & 1.341

Agenciés requesting selective certification must show the connection between
the kind of training and/or experience on which they wish to base selective certification
and the duties of the position to be filled.

Tests

Applicants may be required to qualify on an appropriate examination.

Physical and Medical Requirements

Applicants must be able to perform the essential functions of the position
effectively and safely, with or without reasonable accommodation.

This is an amendment to the minimum qualification specifications for the classes
Account Clerk 1, 11, [ll, IV and V, which were approved on April 23, 1975.

DATE APPROVED: 2/27/2012 WM'}/&W

nBARBARA A. KRIEG Ihterim Director
Dapartment of Human Resources Development
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Class Specification for 1.018 SR10
the classes: 1.019 SR12
OFFICE ASSISTANT L UL L IVand V
SERIES DEFINITION

‘ The classes in this series reflect responsibility, as a primary function, for

performing a variety of clerical support services. Services provided and duties
performed range from simple, routine tasks (e.g., sorting, filing, retrieving, duplicating,
mailing, posting and processing paper and electronic data and records; counting,
tallying, compiling, verifying and/or correcting information) to more involved activities
(e.g., providing information and assistance to others about services available and/or
applicable policies and procedures; assisting customers with access to services,
screening calls and visitors; scheduling meetings; ordering and maintaining office
supplies and equipment; preparing a variety of documents using word processing,
spreadsheet and other office equipment and technologies; supervising and performing
other clerical activities in support of the day-to-day operations of a work unit).

Levels in this series are distinguished primarily on the basis of the following
factors:

1. Complexity of work

2. Supervision received

3.  Knowledge and abilities required
4, Nature of available guidelines

5. Supervision exercised

CLASSIFICATION FACTORS AND EVALUATION

The primary key to the interpretation of the classes in this series is a
consideration of the overall character, scope and complexity of duties. Complexity is
relative and the use of the word “complex” in the specification, with or without various
modifiers, is in terms of these classes only. The Examples of Duties contain duties
representative of a given level and are to be used to clarify the more generalized
statements contained in the Class Distinguishers.

Positions in this series typically perform a mixed level of duties, and therefore,
will normally be evaluated on the basis of the highest level of work performed for a

substantial amount of time under general supervision. The presence of a couple of
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higher level duties performed for an insignificant amount of time, or under close or
immediate supervision for training or other purposes will not be considered in level
determination. Moreover, while the Examples of Duties portion of a specification does
not normally repeat duties presented in the specification for lower-level classes, it is
understood that the duties of lower level classes are an implied part of the range of
work of higher level cases. Further, where a specific duty is not mentioned in a
specification, its level shall be evaluated in terms of the manner and circumstances in
which it is performed and compared against the representative duties listed in the
specifications.

CLASS DISTINGUISHERS

OFFICE ASSISTANT | (1.015) - Performs simple and repetitive clerical work tasks with
very little variableness, in accordance with established procedures, as directed. The
work typically involves a short cycle of various tasks and manual dexterity.

Examples of Duties: (Positions may not be assigned all of the duties listed, nor do the
examples necessarily include all of the duties that may be assigned. This does not
preclude the assignment of duties that are not listed.)

1. Sorts and files materials.

2. Opens and date-stamps mail.

3. Mends torn pages.

4. Duplicates material using a copying machine.

5. Counts various items and performs simple computations.

6. Performs simple and repetitive data entry and/or typing of forms and labels.
7. May also serve as walking messenger.

OFFICE ASSISTANT 1l (1.018) ~ Performs moderately complex clerical work involving
various standard clerical routines that are carried out on a regular or rotational basis, in
accordance with standard practice and instructions; and/or supervises and participates
in performing simple and repetitive clerical work tasks that are primarily procedural in
nature and carried out in accordance with specific instructions or clearly defined
procedures.
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Examples of Duties: (Positions may not be assigned all of the duties listed, nor do the
examples necessarily include all of the duties that may be assigned. This does not
preclude the assignment of duties that are not listed.)

1.

10.
1.
12.
13.

14.

15.

Creates, edits, prints, stores, retrieves and deletes documents using a computer
and word processing and other software, in draft or final form, from rough or
corrected copy where instructions as to format and arrangement are available.
Keyboarding/typing speed and accuracy are typically required.

Proofreads typed materials for spelling, punctuation and grammatical errors and
makes corrections.

Sorts, arranges and files material in accordance with established procedures.

Gives out forms and provides standard instructions and assistance fo the public
in filling out requested information.

Checks records and forms such as applications, permits, requisitions, vouchers
and other materials for completeness and accuracy in accordance with
prescribed procedures.

Makes arithmetic computations and verifies totals using an adding machine or
calculator. .

Answers the telephone, routes calls and relays messages o appropriate people.
Greets callers and directs them to the appropriate person or office.

Provides routine information to the public in person or over the telephone.
Receives, responds o and sends e-mail messages.

Opené, date stamps, sorts, distributes and dispatches mail.

Accepts cash payments for standard fees and issues receipts for payments.

Operates calculator, photocopier, facsimile and other office machines and
equipment.

Operates a vehicle as a substantial assignment in the performance of
messenger duties.

Supervises and participates in the performance of simple and repetitive clerical
work on a regular and continuing basis.
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OFFICE ASSISTANT 1l {1.017) — Performs journey level clerical work involving a
variety of complex clerical assignments, e.g., those that involve a number of
steps/processes and/or referral to a number of different sources and require the use of
some judgment to determine appropriate disposition; prioritizes work and carries out
assignments independently, in accordance with general instructions and established
policies and procedures; and/or supervises and participates in performing moderately
complex clerical work. .

Examples of Duties: (Positions may not be assigned all of the duties listed, nor do the
examples necessarily include all of the duties that may be assigned. This does not
preclude the assignment of duties that are not listed.)

In addition to the duties of the lower level:

1. Creates, edits, prints, stores, retrieves and deletes documents using a computer
and word processing and other software, in draft or final form, from rough or
corrected copy where format and arrangement are not clearly indicated.

2. Prepares, reviews and processes forms, records, reports, applications and other
documents for accuracy, completion and conformance to established
requirements.

3. Checks records and forms such as applications, permits, requisitions, vouchers
and other materials for completeness and accuracy; evaluates the information
contained therein for conformance with established requirements; and processes
documents in accordance with established policies and procedures.

4, Searches through a variety of paper and electronic files and records, extracts,
compiles and summarizes information and prepares periodic and special reports.

5, Composes routine correspondence and letters of acknowledgement.

6. Sets up and maintains paper and electronic files and revises filing systems as
necessary.

7. Provides general information and resolves complaints in person or over the

telephone involving explanation of rules, regulations, policies and procedures
and knowledge of the organization's purpose and functions.

8. Determines the need for and/or makes routine orders for necessary supplies,
materials or other items.

g, Makes arrangements for travel, equipment maintenance, telephone service, and
other similar matters.
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10.  Provides training and guidance to, and assigns, reviews and evaluates the work
of clerical subordinates performing work comparable fo the class Office
Assistant 1.

OFFICE ASSISTANT IV (1.018) — Performs senior level clerical work that involves a
wide range of clerical functions where some originating and planning of work are
required and/or a variety of highly complex clerical or administrative tasks that are
primarily substantive in nature and requires evaluating information for conformance with
established requirements and interpreting laws, rules and regulations in order to
determine appropriate disposition and use of judgment because problems are often not
covered by standard instructions or established techniques, systems or procedures,
Carries out assignments independently, and accomplishes work with substantial use of
discretion and selectiveness in deviating from established processes and procedures:
Some positions supervise and participate in performing complex clerical work
comparable to the class Office Assistant ill.

Examples of Duties: (Positions may not be assigned all of the duties listed, nor do the
examples necessarily include all of the duties that may be assigned. This does not
preclude the assignment of duties that are not listed.)

in addition to the duties of the lower levels:

1. Evaluates and processes documents according to individual circumstances
where the correct course of action is not clearly defined.

2. Performs extensive searches through a variety of paper and electronic files and
records, extracts, refines and organizes necessary information and prepares
reports.

3. Summarizes materials and prepares reports requiring the interpretation and

analysis of data and judgment as to format and details of presentation.

4. Evaluates various office processes and determines which may be performed
more efficiently through the use of office automation; sets up databases,
templates, procedures, etc. that will best meet user and office requirements.

5. Provides training and guidance to, and assigns, reviews and evaluates the work
of clerical subordinates performing work comparable to the class Office Assistant
e -
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OFFICE ASSISTANT V (1.019) — Supervises and participates in performing highly
complex clerical work comparable to the class Office Assistant IV,

In addition to the duties of the lower levels, provides training and guidance to,
and assigns, reviews and evaluates the work of clerical subordinates performing work
comparable to the class Office Assistant IV.

KNOWLEDGE AND ABILITIES REQUIRED: (The knowledge and abilities required in
order to effectively perform the key duties for each of these classes are indicated in the
foliowing table. The degree of each knowledge and ability required is commensurate
with the scope and level of complexily of the duties and responsibifities that are
reflected in each class.)

“P” indicates prerequisite knowledge and abilities that must be brought to the job.
“A” indicates knowledge and abilities that are required for full performance but may be
acquired on the job, within the probationary period.

| nomw v
KNOWLEDGE OF: PP P P P
Correct English grammar, spelling, punctuation, word
usage and arithmetic
Office practices and procedures A AP P P
Operation and maintenance of common office appliances | A | A | P P P
and equipment :
Principles and practices of supervision i S
ABILITY TO: PIP P P P
Read and understand oral and writien instructions.
Write simply and directly. PP PP P
Compare words and numbers quickly and accurately. P P P P P
Perform arithmetic computations P P P P P
Operate and maintain office appliances and equipment. ALA P P P
Compose routine correspondence and other similar P P P
material.
Understand, interpret and apply pertinent policies, P/ P P P P
procedures, laws, rules and regulations.
Deal with others in a tactful and polite manner. P/ P P P P
Supervise, assign, review, and evaluate the work of R el **
others.

**Required for positions with supervisory responsibility.
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MINIMUM QUALIFICATION REQUIREMENTS

Experience Requirements:

Except for the substitutions provided for in this specification, applicants must
have had progressively responsible experience of the kind and quality described in the
statements below and in the amounts shown in the following table, or any equivalent
combination of training and experience:

Class Title Basic Clerical Supvy Total
Exp Exp (Yrs) | Exp/Aptitude Exp
{Yrs) {Yrs)
Office Assistant | oo 0 0 *
Office Assistant Il 1 0 0 1/2
Office Assistant {1l % 1 > 1-1/2
Office Assistant IV Yo 2 *x 2-1/2
Office Assistant V Ve 3 bl 3-1/2

Basic Experience:

*For Office Assistant |, no specific experience or training is required. However,
there must be some evidence of the ability to read, write and understand oral and
written English.

For Office Assistant Il through V, applicants must possess six (6) months of work
experience which demonstrated knowledge of English grammar, spelling, arithmetic;
ability to read and understand oral and written instruction